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5 October 197§ 


MEMORANDUM FOR: Deputy Director for Administration 
Deputy Director for Operations. 
Deputy Director for National Foreign Assessmet 
Deputy Director for Science and Technology 
General Counsel 


ee Legislative Counsel 


Comptroller 

Inspector General 
Director, Public Affairs 
Director, EEO 


FROM: Deputy Director of Central Intelligence 
SUBJECT: Follow-Up[ | Retreat 29-30 Septenher 


: As you know, our discussions on CIA Goals and Personnel - 
Management issues resuited in a number of decisions that 
neéd follow-up. In acdition, our discussions either con- 
firmed or revised previous activities. I have listed these 

= 


Follow-u 


Redule individual DCI/DDCI meeting with 


de 256 

each Dizectorate and Staft Office to continue 
Giscussicons in more depth on CIA Goals. 

ACTION: Firse sSting Will be with DDS&T on 16 
October, 1456-1530. Will work with 25xX1A 
Divxs <2. trevide Specific avenda of goals, 

i issues, zrobiems. Other CIA Goals meetings: 

Wisi 3 scheduled thereafter. * 
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Qe . All Five Career Service Heads are to prepare 
(x ee a paper on the amount of time they spend 
ge communicating with CIA staff ( in management 
A te courses, lectures, etc.). : 
| ACTION: Blake/Hetu prepare guidelines defining 
— reporting requirements by 16 October. 
a Career Service Heads prepare report to 
j DDCI by 30 October. 
3. Following additional goals’ should be added. 
to NFAC Goals list: 
Pax -- Establish I&W Network 
~- Review Operations.Center role and 


resources 

-- Review allocation and utilization 
of personnel skills within NFAC 
particularly in OER and ORPA areas. 


ACTION: NFAC should add these goals, progress to be _ 
discussed at DCI/DDCI-NPFAC Goals meeting 
when scheduled. : 


B. Personnel Management 


te should review and provide 
; it balances equities when 


6h) 
ct 


[o) 


urth Oo qq 
jer a Moet 
je eae | 


he taking in ccount the needs and goals 
. 0? ; of the individual employee and those of 7 
ce. the line imits when making assignments. 
ie Includcecd in the discussion shourd be a 
a descristion.of how each Career Service 
provides career counseling to the individual. 
employees. . 


ACTION: Each Heaz of Career Service ta a report: 
cl by Lo November. ; 


5. After ciscussion of the proposal, the DCI: 
decided thst a team of outside experts would 
be hires ts ghar Bently. review the Agency 
personnel system and prepare recommendations 
as apprasriate for DCI decision. 
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action: L___ prepare appropriate staff work 
for DCI/DDCI review, coordinate with.DDA_. 


and O/Pers el; Consultants “to be hired 
Mc acawed 1978. 


DDCI accepted DDA avénosat to review and 
prepare for consideration/decision arn. 


updated version of a previous Agency - 
attitudinal survey. 
ee DDA prepare proposal for pact masini. = yo OF 
30 October. ‘ 
hey, Continuing Activities -- Further Action Needed 


A. Personnel Management ; - 


ye Evaluation/Fitness Report. Continue to 
redesign form particularly to “anclude hae 
_EEO, security, ability to write “fitness 
“reports and management ability; define _ 


the 1-7 scale more precisely. 
/Personne td 


seme?) 
Geteper: 0/Personnel repare summary  reO2" 


report to DDCI by 4@ October with Lecommen=__ 


dations for further actions. 


ACTION: 


’ 8. Farels. ontinue to develop panel ¢ criteria 


ae 

which addresses composition of panels and 
size of sntS handled by panels. Primary 
purpose is t2 build more objectivity in 
penel systsay; composition should be “as 

broad as possible; - jQunber Gf people peu news 
by panels. sisuld be larger. , 


ACTION: Particizants comment to 0/Personnel by 

Tp x October. O/Personnel prepare summary 
fénort en, recommendations for action to 
DDCI by 28 October 1978. 

30 
9, Promotisn Assignment Criteria. Design system 

to provics greater incentives for lateral 
assignment of employees, including both 
rotatien and transfers, and incorporate in 


to panel system. oe "s 


aC erers i. t 
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ACTION: Participants comment to 0/Personnel by 
“An JX. October. O/Personnel prepare summary 
2: eport with recommendations for action 
by DDCI br ce 19768. 
2 


10. Agency-Wide Vacancy Notice. Current Agency — 
Vacancy announcement system should be reviewed. 
with objective of making it more open and 

: equitable. a . 


ACTION: Blake prepare report on GS-04 to GS-15 


and preparg report with recommendations ta > 
+ DDCI by xz 
yoo ( : 


7 Va | ge cof 
fA) DT 
Aa ft) so wo Frank Cc. Carluce. 
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cc: DCcr 
D/Personnel 
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ANNUAL MOR PLAN 
GENERAL INF OR “ORATION a askin ees 
ange TR ee ir 
*LOYEE NUMBER ee (last, first, middle) ie) | iia sp! 
‘CIAL, POSITION TITLE | ” aa OF ASSIGNMENT CURRENT. STATION 7 


“EMPLOYEE 'S JOB - State briefly where the position fits in the staffing pattern and if appropriate| 
the number and type of employees supervised by this employee, _-~ 


WORK OBJECTIVES, GOALS AND PRIORITIES - List the specific objectives and_geals, in priority order, | 
formulated by the supervisor and the employee. : 


RIOD COVERED _ - : ice 
GNATURE OF EMPLOYEE (Naine typed) ; ae | SIGNATURE OF SUPERVISOR (Name typed) - 


oo. Approved For Release 2002/05/02 : ClIA-RDP81 -00261R000500030037- 8 ; 
ILE fe eT et TY GRADE DATE | _ TITLE . GRADE ; DATE! 
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SEVEN POINT SCALE PERFORMANCE DEFINITIONS 


Constant supervision and direction are required to keep efforts focused 
on assigned tasks; efforts are not sufficient to complete work on time; 
performance quality consistently falls short of formulated expectations. 


Continual supervision and direction are required to keep efforts focused 
on assigned tasks; work is frequently late and frequently falls short of 
formulated expectations. 


This employee meets the norms described in number 4 in all but one area 
which is below expectations. 


Applies required efforts to assigned tasks under routine supervision 
and direction; uses standard approaches to tasks so that tasks are 
completed on time; work produced meets formulated expectations. 


: | 
This employee meets the norms described in number 4 and exceeds expecta- 
tions in one area. , 


Usually applies efforts to priority elements of assigned tasks and 
requires occasional supervision and direction; uses effective approaches 
to tasks so that tasks are frequently completed ahead of deadlines; 
work produced sometimes exceeds formulated expectations. 


Consistently applies efforts to priority elements of assigned tasks 
while requiring little if any supervision and direction; uses most 
effective, often new, approaches to tasks so that tasks are completed 
well ahead of deadlines; work produced consistently exceeds formulated 
expectations. 
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LJ SECRET ‘J CONFIDENTIAL C] INTERNAL USE (] UNCLASSIFIED 


‘ ‘ ONLY 
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SECiONa Gee PORATION ; setae 
1 EMBL OVER KombEn Ta Nemes” CLast divs, riddia ) a 3, RADE 4% $0 


6D OFF/DIVYGR OF ASSIGNMENT | Ta STAT TON F COBE (Ck, 4) 


10, TYPE OF REPORT 


5 PosiTiGN T TLE 


4, TYPOR OF APP QIN TRENT 


4 | Riac . , 
© | Crnere 09) ANNUAL REASS IGNME WT OTHER 
SI 


CAREER SESERVE TEMECRARY 
ae ey oy TTT, REPORTING PERIOD (FAGM-TO) Ye. bate ACPIRT DUE IN Oe, 
i Cawreacr gercral OTHER 
Pa een enenee wes pa tatep bint shale eee ett tye hi ae al 
SECTION B QUALIFICATIONS UPDATE YES| [NO 


Ts Qualifications Update Form being submitted with changes, and is it attached to this report?) 


SECTION Oy _______. SPECIFIC DUTIES = 


List up to six of the most important specific duties performed during the rating period. Insert - 
rating which best describes the manner in which employee performs EACH specific duty. Consider 
ONLY effectiveness in performance of that duty. All employees with supervisory responsibilities’ 
MUST be rated on their ability to supervise (indicate number of employees supervised), 


SPECIFIC. DUTY N 


SPec: fig Cure NOZ 


Rating 


SPECIFIC DUTY NOL3 Ne ere, 


Th = RetTog : 
SPECUFig, COTY Nog NUM eeD 


RATING 
Nv ge 


te : RATING 
SP3¢1Fic DeTy NOLS NUN 


i a ate ei oer setae 
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ECTICN E 


ct asin 


a EIU gp LNIMEIN ID 
Amplify or explain -the individu j iv ‘dd q j nan0s0UF mD. Indicate 
Significant wapraved BorRaleawecc0d2iiaui2: CA RDPEE: 28 Rage e Be anesyeacnt 
of work performance, Give recommendations for training. See‘attached instructions for 

required comments on: cost consciousness, EEO, safety, security, and evaluation of super~ 


visors. If extra space is needed, use Section H. 


he Mag arse A ONO ee nA se npn en me mu i 


ZCTION F_ 


@ overall performance rating should take into account everything about the employee which! Co. | 
fluences effectiveness. See attached instructions for details. 
| 


CHICN G _ CERTIFICATION AND COMVENTS ———___—_!__| 


1. BY SUPERVISOR ae a 


WTHS EMPLOYER HAS S560 IFT RETORT RAS NOT BREEN row -10 EMFLOVES, Glve SRPLANATION | 
tS Posimoan 
i 
ITHS UNDER MY Supeavesigal | ; 
Te f TE OF PERT [SNES OR PRINTED NEME AND StaNG TURE | 
3 ! 
‘ 
ge ae ga bmn er ase 
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LJ SELREY  1_| CONFIDENTIAL tL] INTERNAL USE (] UNCLASSIFIED. 
7 . ONLY 
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2MELOYEE'S SELE APPRAISAL OF PERFORMANCE, COMMENTS REGARDING SUPERVISOR'S EVALUATION, 
EVIEWER'S COMMENTS OR BOTH. IF EXTRA SPACE IS NEEDED, USE SECTION H. : i 


“CERTIFY THAT I HAVE HAD A DISCUSSION OF THIS | _ “DATE | “SIGNATURE OF EMPLOYEE 
tEPORT WITH MY SUPERVISOR, 


cr mane nite ent penta nt REAL 28t no ole Sar ent mm 


__S_BY REVIEWING OFFICIAL 


‘OMMENTS OF REVIEWING OFFICIAL. IF EXTRA SPACE IS NEEDED, USE SECTION #.! a 


TATE “THTLE OF BEVIEWING OFFICIAL TYPED OR PRINTED NAME AND SIGNATURE 


4 | BY £ EMFL. OYEE 


. CERTIFY THAT I HAVE READ THE REVIEWER' "Ss 
~OMMENTS. ON 


SIGNATURE OF EMP LOYEE. 
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{IF ADDITIONAL SPACE IS NEEDED, ATTACH A SEPARATE SHEET. | 
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A. CHECK ONE 


It is too soon to judge when the employee may be ready to assume 
a higher level of responsibility. 


Employee has the potential to assime greater Tesponsibility with 


additional training or experience, 


tel Employee is entirely capable of assuming greater responsibility 
as Soon as the opportiumity occurs, 


ween ployee should be considered for rapid advancement to positions 
of much greater responsibility, with the expectation that the 
employee will rise to the highest levels of the organization, 


Pe CT aa aaa aac ee 
SIGNATURE OF SUPERVISOR {Name typed): 
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